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1. Purpese. To provide training program policy and procedures
tor Nawvy Recruiting Digstrict Richmonu.

. Cancel Lat ion. NEDRICHINST 1500.48

round.  Commander, Navy Recrulting Command established
s opollicy it relerences (a} that applles to all recruilting
comtnand Theld acltivities.  Reference () is the Commander, hNavy
Foorulrong Command inslructlion that gpecifies Personal
alificasior Stanaaras (PQ2) for U.2. Navy recrulting.
Reference {¢) ig Standard Operating Procedures for Navy
rocruiting field acllvities. heferernce (@) mandaves General
Mititary Tralning (GMYY e completed by all cormand personsat .
“etereonce (f£) promulgates enlisted preoductiorn standards in
accordarce with reference (¢} and {dr.  All Lhree instroc

e hagie bhultding bhlocks on whi

cn Navy Recruicing Qor
(N i 'Z_i'hmf‘)ﬂd has bullic fts training prooram Thils insctruction
amp bl :"j_ vy reference (a) and provides NED Richmond personnea’

specitic tTd]lemIQﬁjidaNCEn

Di: Eecruiters must understand that Enlisted Navy
“ruiter Orientation and the Officer Hecrulter Course provide
The Dasic skills roguired to become successinl recruilers.
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Formal classroom training, followed by & sound command training
program will provide recruliters the knowledge reguired for
success. This instruction details the Command’'s Training
Program and integrates all elementg intc a central docurent.
21l command personnel are responsible for its contents, and are
responsible that training is documented. Department Heads and
Zone Supervisors are responsible to ensure it is implemented
wlthin thelr roespective area of responsibllity.

>, bBolicy.

2. 'Training Plans. Department Headz will at a minimum
conduct training in their departments and document per reference
{a}. Any additiomnal training that may be required due to
situational needs will also be documented per reference {(a).

b. Types of Training.

{1y Formal Training. Formal tralning includes all Navy
Recruiting Orientation Unit (NORU}, Navy Recruiting Commarncdd
{CNERC) sponsored schools, and refresher schools. These schocls
typically are conducted in a group setting. Formal training
shall be logged per reference (a). A monthly report will be
routed through chain of command utilizing enclosure (1) and (2).

{2) Ceneral Military Training. Per reference (&),
General Military Training (GMT) 1s non-occupaticnal general
training requlired periodically for all Navy personnel and
aisseminated at the command level. Reqguired Navy wide GMT
Lopics and lesson plans are provided each yvear by Chief of Naval
Operations (CNC). GMT ghall be conducted in accordance with
enclosure (3}, and logged ver reference (a).

(3) On-the-Job Training. On-the-job training (OJT) is
fraining conducted as required to ensure recruiter proficiency
in a production related environment, ag well as scheduled
training on production related topics, per reference (a). This
training is usually conducted by the Chief Recruiter (CRY,
Agsistant Chief Recruiter (ACR), Command Trainer (CT), Zone
Supervisor (23}, Recrulter-in-Charge (RinC}, or Recruiter. oOJ7T
shall be logged per reference (a). Additionally, ensure follow
up dates, follow up tralning occurs ard documerted.

(4) Indoctrinatiocn Training. Indoctrination training
is vonducted in accordance with reference (a). Copies of the
NED Richmond and Staticn Indoctrination sheets zhall be
maintained in the members training jacket. Originals of the
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Sta+tion Indoctrination and Indoctrinaticon Completion letter
shall be maintained in the Command Training File. RinCs are
responsible to get these documents to the Training Department
within 4% days of check in.

!5) Professional Training. Professional training is

the responsibility of each military member of the district,
Fach Sailor must prepare for the eventual return to the fleet

and stay proficient in his/ner rating. Each Sailor is
authorized cne day per week in the six weeks preceding his or
Mner ratling exam to study, or take five dayvs no-cost TAD, whan

necessary materials are regtricted, to a comnand that wouid be
beneticial location to study.

. Individual Training Jackets. Each member of the command
will have an individual training jacket. Training jackets will
he formatied per reference (). Ttems, such as, record of
counseling, peollicy letters, ecc., do not belong in tralning
jackets. A tralning jacket should reflect a member’'s entire
tour abt NED Ricamond, do not purge them.

d. Command Training Files. The Executive UOfficer 1is
responsible Lo ensure that a Command Tralining File is maintained
by the Command Trainer. Command Training Files are reguiresd to

contain the following minimum requirements:

(1) Coples of the NRD Richmond Indoctrination Sheets
and station Indoctrination PQS sheets, ghall be maintained in
the Comrmand Training File.

(2}  The Command Training Plan and with sach
departmental/divisional fiscal vyvear training plan.

{3) Quarterly departmental training plans and
complietion reports.

{4) Department Heads shall ersure all training
records are reviewed guarterly by a member of the chain cf
command at least one level higher thar the mermber deocumenting
the training. EPO and OPO departments are regquired to review at
_east 25% per quarter, ensuring 100% of the field training

records are reviawed snnually, per reference (a}. This may be
accomplished during station visits and/or bhoaxds. Document in
the member’s tralning jacket that it was reviewed with signature
and date. In order to ensuve that an individual cther than the

person documenting the training reviews trailning Jjackets, the
review shall be conducted by the following:
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{a) Enlisted Recrulting Training Jackets: Zone
Supervisor, Command Tralner, or higher.

(b)) Officer Recruiter Training Jackets: Chief
Recruller, Executive Officer, or higher.

{c) Recruiter-:rn-Charge Training Jackets: Command
Trainer, Ageistant Chief Recruiter, or higher.

{dy Zone Supervisor Training Jackets: Chiefl
Recruiter, Enlisted Programs COfficer, or higher.

e, Recruiter Development Boards. Recrulter Development
Boards [RDBY will be conducted on each preduction recrulter
iofficer and enlisted programs) no later than the third month of
reporting cnboard, per reference ().

(1) This is intended to ensure the proper development
of the recruiter‘s sales and prospecting abilities, check
progress of PRS, and ensure recruiter and hig/her family have
adapted to recruliting duty.

(2} In addition to the initial board, the Commanding
Officer may authorize additional RDBs during any point in a
recruiter’s tour 1if production difficulties arise that cannot be
resclved by the recruiter’s zone supervisor or professicnal
sa_.es coach. These boards will be non-punitive in nature, and
will ftocus on ildentifying recrulter’s weak areas and providing
addicional training in thege ar=sas o improve recruiter s
pertormance and success.

f. Profegsional Selling Skills Application workshops (PSSA) .,
PS5A 1g a tool to be used by all personrel in sales through
applying product and competitor knowledge. All recruiters and

T,

MEPS personnel will attend PSSA workshops within four months ana
no later than six months on hoard.

g. Professional Sales Ccaching Workshop (PSC). P3C is to

e utilized by all when conducting Daily Coaching Sessions (DCS).
211 RinC’g, Assistant Recroiters in Charge (ARInC), MEPS
personnel, and anvone sitting in a leadership position will
attend PSC.

+

h. Success Training. Success training will be conducted to
cnsure the growtih of RinCs and recrulters. Any recrulter who
does not malntain a 1.33 Production Per Recruiter (PPR} in a
Lhree monlh period or does not write a contract for the month
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may recaive additional tralning from the CR, ACR, CT, and ZS in
a tormal environmenc. Any RinC who does not meet all missions
may receive additional training from CR, ACR, CT, and Z5 in a
formal environmant. Zone Supervisors will provide input toe the
CR on candidates for additional training. This training will be
professional and non-punitive in nature. Utilize enclosure (5)
wher analyzing training needed to be conducted and train to ail
deficiencies. Training will be logged per reference (a) and
retained in the member’'s tralning jaczet and command training
file.

5. Action.

a. Executive Oflicer. The Fxecutive Qfificer, as the

Training Cfficer, will implement the craining program and review
it for compliance in accordance with references (a) through (e).

b. Comnand Master Chief. Tae Command Master Chief is
respougible for the overall effectiveness and administration of
tho Command Tndoctrination Program.

c. Command Tralinor.
{1) Maintain the Command Training File per reference
(a)
(21 Responslible for the coordination and publication of

the Digtrict's Training Plan,

(3) Responsible for the schedulilng and coordinaticen cf
all gMT.

(4} Provide the Executive Officer with input regarding
the Command Training Plan.

(5) Obtain and submit training data for inclusion into
the District Marketing Operaclons Plan, Market and Territory
Analysis, STEAM, and SMART syscems as reguired.

i6) Provide one-cn-one OJ7T as needed, to eniisted RinCs
and vecrulters to improve prospecting, sales, and processing
Techniques.

{7} Ensurve the scheduling and administration of REDBs
tor all personnel. Document all RDB results utilizing enclosure
(4} and (5), routed through the Chain of Command ensuring a copy
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5 placed in members tralning cacket and original 1s maintained
Command Training File.

ok
3]

b
Fa

{2) Ensure the scheduling and administration of EinC
and Recruiter PQS beards. Eoute all results through the chain
of command, ensuring original is placed in the member’'s training
jacket and a copy 1s maintained in the Command Training rilie.

{2y Track and ensure completion of all persocnnel
required training, P35 apnlications and Coaching, and PRS
gqua.ifications.

{107 Track and ensure proper documentation of
compliaet.ion of Station Indoctrination.

1. Department Heads.
(1} Preovide input to Training Coordinator for Command
Training Plan.

{2} Responsible for the content of all department
trarning jackets and the upkeep and maintenance of all
departmental training Jackets in accordance with reference (£).
(3} Emsure GMT 1s conducted for department personnel
wer the Commanc Training Plan.

e. Chief Recruiter.

({1}  bBrsure Zone Superviscors conduct productcion training
in accordance with the Command I'ralning Plan.

(2} Provide input to the Command Trainer for inclusion
invo the Command Training Plan.

(3} Ensure the Fnlisted Procuctlion Department conducts
CHMT per the Commend’'s Training Plan.

{4) Ensure Success Training is conducted in direct
compliance with enciosure (6).

f. Zone Supervisors.

{1y Provide input Lo the Ceommand Trainer for inclusion
in the Enlisted Programs Department Training Plarn.

&
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(2} Conduct production tralining as scheduied in the
NRD's aAnnual and Quarterly Training Plan.

i3 Zone Supervisors will send muster sheet with
training topiceg monthly during zone tralning to Command Trainer.

Copiez will be held at headguarters in zone binders.

i) Ensure each zone conducts GMT per the Command
Training Plan.

{5y Train RinCs to ensure compliance with CNRC
Directives.

(6] nasist RinCs ‘= training the recruilkters as regulred.

(7Y Conduct OJT, as required, during station visits,

{8} Responsibie for the contenlt of all zone training
Fotders.
g. ERecrulter-in-Charge.
{1y Train recruiters, per the Command Training Plan and

provide OJT for continual success of Navy Recrulting District
Richmond.

(2} Regponsgible for the maintenance and upkeep of all
station training folders. FEnsure all required entries are made
and no unnecessary information is placed in a service member’s
folder.

(3) Supervise all personnel in the completion of GMT
per reference (e) in direct accordance with Command Training

Flan.

WM., 5. Q¢ NOR
Distripution:
NEDREICHINST 5216.1H
Lisz IV
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MEMORANDUM
Trom;:
TG Tralining QOf ficer, Navy Recruiting District Richmond

Subi; TRAINING SYLLABUS TPOR THE MONTH OF

Ref : {a) COMINAVCRUTTCOMINGT 1500.4k
{(Ir) NRDRICHINST 1300 .4M

1. Per reference (a) and (b) the foilowing training (GHT and
depariment specific) was conducted. The trainirg conducted was
recordad in individual training jackets utilizirg enclosure (7)
ol roference (a).

2. I cortify compietion of the training and will return this
memorandum Lo NRD Richinond’'s Training Officer no later than the
15" 0f the month. If there are any circumstances preventing
compliance with this reguirement, I will contact the Tralning
Olficer prior to the deadline.

3. The following training was conducted:

Training Subject Method of

Type Praesentation

T _
PRO

(Signature)

Enclosure (2
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NRD RICHMOND
TRAINING MUSTER SHEET

DATE: o ZONE/DEPT :

TOPIC: INSTRUCTOR:

ATTENDERES

Print Name Signature Print Name Signature
ABSENT : REASON:

REMARKS :

{STENATURE)

Ericlosure (32)
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RECRUITER DEVELOPMENT BOARD (RDE) CRITIQUE SHEET

it e . L RTarionr Date

1. Training: (OJT/GMDI ' orzal: ST 7 JUNSAY

J80H Nate _

D0 & Board Date o W

2. Quality of Life:

SpETEQr Yaes o No WO B o . _

(Housiag Tricare/School/Dayaarosiorcing hour s

e ey (I1f wes exoplain:

Briginle tor Advancement:  Yes  No
Sceady Thme Soheduled: 5AT S TRISAT PT Time Scheduled: SAT/UNSAT
3. Administration:

Dop RecordssPolders:

SREMS

SMART }
Zone Sup . RIKC Support and Tralnong:
Lonures ns s R I . o

Recommendaslion: SAT or Fotlow up “ollow up date:

Prirted Name

Sigrnagure

Enclosure {(4)
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RECRUITER DEVELOPMENT BOARD RESULTS

TAB E
From: Chalrperson, ERecrulter Development Board
To: Commanding Officer, Navy Recrulting District Richmond

Subjc: RFECRUUTTER DEVELOPMENT RBOARD IC0O

1. A Recrulter Development Board was convened to
review Lhe development of member. The following pertains.
a. Beard Membership

Chalrperson:
Membher :
Member :
Member :
Member :

o

Recrulter Data

(i) Rate/Name:

{2} Date Reportod:

{2) Background:

i) Recommendation:

Very Respectfully,

WM. 3. C'CONNOR, CDR
Executive Officer

Copy: Member’'s Training Jacket
District Station Notebook

Enclosure (7)
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SUCCESS TRAINING WORKSHEET

RINC/RCTE sScation NCO. NCHA Oora

Planners:

Did the RINC/Recruiter have the planner properly filled out with known
activity and a plan to make assigned activity, were adjustments beling
made?

Toes tne planner look like a log?

sostudy time and PT listed on the planner?

Are all appointmwents and inLerviews on the planner?

Applicant logs:

Tz the applicant log properly filled out?

How many avpointments were made _  How many no shows

How many interviews were conducted _  How many were gualified

Did the recruiter/recruiters meet PEW reguirements by cycle?

Are the disgpesitions correctly entered on the applicant log?
Standardization Plan:

are the following components of the standardization plan in place:

Recrulter notebook? Yes or No

School [older/Command folder filled out with the proper Access Code
and pricrity status? Yes or NoO

Dep Folcers? Yes or No

Are school folder/Command folderse being used (i.e. presentations,

zelups) ? Yes or No

How many school/Command visits? | _ Whe did they talk to?
Training
2id the Zone Supervigor/HEINC provide Lraining te the Recruilter?
Did the Hecruiter provide mentorship to the bDeppers?

Ts POS on track? Yes or No

Enclogsure (&)
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lg Recruiter ready for board? Yes or No
DEP:

e DEP folders properiy documeanted and up to date?

I

s o MO

aro WEBRTOOL DEP records being documented to incluce 30 and 7 day
cecertificarion’s, NIDT results, IFA results, Referrals, etc.?
Tes or No

Are Deppers belng contacted and mentorad? Yes or No

Drillers:

Have all records been turned in at the drilling NOZC? Yes or No

Does the Recruiter take Drillers to Drill there first drill weekend?
Yeo or NO

Does the Recruiter maintain contact with applicants up to drill? Yes
or No  Is it documented in CIRIME? Yes or No

Are Drill Verifications received after member’'s first drill? Yes or No
PE .

is the PEW correct? Yes or No

Iz the Recruiter properly filling out the PEW? Yes or No

Is the PEW being utilized to huild a prospecting p.en? Yes or No

Is the RINC/Recruiter motivated and what areas need lmprovement.

{(Boards Comments) {(Ensurec all training that is conducted documented on
craining syllabus)

RINC/Rocrulter Signature . Dbate

[

Enclosure (&)



